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	GENERAL INFORMATION



Project Title: 
Project Manager: 

Project Sponsor: 

Prepared by: 





Project Overview


	

Project Background: Why and how project was initiated. 

Purpose / Business Need: Reason for the project

Project Scope:  Timing, expectations, features, functionality, parameters 

Project Objectives/Goals: Identify the overall objectives and goals for the project.

Sponsorship & Ownership: Identify who is sponsoring the project and who has final ownership. Include a list of sponsoring stakeholders. 

Reference Materials: Identify any other documents pertinent to the project.











Project Approach Section
 Approval SectionOrganization and Responsibilities: Identify who will be on the Project Team. If this information is not yet available, then list the Executive sponsor. 
Reporting, Oversight & Review: What will need to be reported and who will give approvals?

Dependencies: Is there anything outside of the project scope that can cause issues for the project?

Risk Management: Have any risks been identified? If so, is there a Risk Mitigation Plan?

High-level overview of the project team structure. What will be the roles on the team?




This section identifies the names and roles of the major project stakeholders and indicates their approval of the project charter by their signatures. 







Appendices

Changes to the original Project Charter must be signed by the appropriate parties and included in this section. 
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